BY ORDER OF THE COMMANDER TINKER AIR FORCE BASE INSTRUCTION
TINKER AIR FORCE BASE 33-101

15 JULY 2015
Communications

PUBLIC ADDRESS SOUND SYSTEM/
AUDIOVISUAL PRESENTATION SUPPORT

COMPLIANCE WITH THIS PUBLICATION IS MANDATORY

ACCESSIBILITY: Publications and forms are available on the e-Publishing website at
www.e-publishing.af.mil for downloading or ordering.

RELEASABILITY: There are no releasability restrictions on this publication

OPR: 72 ABW/SCOIP Certified by: 72 ABW/SC
Pages: 6

Supersedes: TINKERAFBI 33-101,
10 Dec 2007

This instruction provides procedures for requesting Public Address (PA) Sound System and
Audiovisual (AV) presentation (including DVD, and LCD projection) support from the 72d Air
Base Wing Communications Directorate. It is applicable to OC-ALC, all major staff offices and
associate organizations at Tinker AFB. Refer recommended changes and questions about this
publication to the Office of Primary Responsibility (OPR) using the AF IMT 847,
Recommendation for Change of Publication; route AF IMT 847s from the field through the
appropriate functional’s chain of command. Ensure that all records created as a result of
processes prescribed in this publication are maintained in accordance with AFMAN 37-123 (will
convert to AFMAN 33-363), Management of Records, and disposed of in accordance with the
Air Force Records Disposition Schedule (RDS) located at
https://www.my.af.mil/afrims/afrims/afrims/rims.cfm

SUMMARY OF CHANGES

This revision changes support, request lead time, and funding requirements and procedures. The
Tinker AFB Form 505 has been updated to reflect current equipment.

1. Objectives

1.1. Identify methods to obtain PA sounds system/AV presentation support for official
functions such as retirements, military awards, press conferences, VIP visits, and change of
command ceremonies.
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1.2. ldentify personnel/offices supported without unit funding.

1.3. Set up uniform, definite procedures to request PA sound system/AV presentation
support.

1.4. Establish funding authorization with 72 ABW/SC and requesting organization’s
Resource Advisors.

2. Responsibilities

2.1. The 72 ABW/SCOIP Contracting Officer’s Representative (COR) or designated
representative will:

2.1.1. Consider requests for PA sound system/AV presentation support on a case-by-case
basis depending on the availability of equipment/manpower, funding requirements, and
contractual limitations. Send “Public Address Support Funding Worksheet” and Over
and Above notices as required.

2.1.2. Approve requests for included support functions based on the following criteria:

2.1.2.1. Request is in direct support of personnel listed on the Tinker Order of
Precedence list.

2.1.2.2. Request does not exceed the maximum of 15 events per month as part of the
basic contract.

2.1.2.3. Request falls during normal duty hours Monday through Friday, 0730-1630.
Other requests require Over and Above (see para 2.1.4)

2.1.3. Approve requests for other functions (requests not in support of personnel listed
on the Tinker Order of Precedence list) based on the following criteria:

2.1.3.1. Request falls during normal duty hours Monday through Friday, 0730-1630.
Other requests require Over and Above (see para 2.1.4).

2.1.3.2. Customer Resource Advisor has approved and returned the “Public Address
Funding Worksheet” (sent by 72 ABW/SCOIP COR) and sent a MIPR/MORD to 72
ABW/SCXX organizational email box 72 ABW/SC Financial or
72.ABW.SC.Financial@us.af.mil .

2.1.4. Approve requests for functions requiring Over and Above (any request that does
not fall into the above guidelines) based on the following criteria:

2.1.4.1. Request falls or extends outside normal duty hours Monday through Friday,
0730-1630 or is in excess of the included 15 events per month.

2.1.4.2. Customer Resource Advisor has approved and returned the “Public Address
Funding Worksheet” and sent a MIPR/MORD to 72 ABW/SCXX organizational
email box 72 ABW/SC Financial or 72.ABW.SC.Financial@us.af.mil.

2.1.5. Approve requests for functions requiring equipment checkout based on the
following criteria:

2.1.5.1. Request is for an official government function.
2.1.5.2. Equipment is available for the date requested.
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2.2. The contractor will provide the following support:

2.2.1. Provide sound equipment and handle the setup and tear down for approved
requests. Practice sessions for large events will be attended depending upon the current
workload of the PA work center.

2.2.2. Provide equipment checkout and training for two types of portable PA systems:

2.2.2.1. A portable PA amplifier and two speakers suitable for small, indoor groups
(150 people or less). The speakers and microphones are individual components and
should be requested individually if required.

2.2.2.2. Larger portable systems are available for medium sized outdoor groups (150
people to 600 people). The speakers, microphone, and amplifier are individual
components and should be requested individually if required.

2.3. The requester will:

2.3.1. Submit Tinker AFB Form 505, Request for Public Address Support at least 10
working days in advance of date support is required. Instructions for submission are
listed on the form. This form (identified as Tinker AFB Form 505) is available through
AF e-Publishing http://www.e-publishing.af.mil/ .

2.3.2. If request falls outside of included support or extends outside normal work hours
or on weekends, a funding requirement will be routed from the contractor through the
COR to the customer/requester.

2.3.3. If equipment is checked out the requester must complete and sign an AF Form
1297, Temporary lIssue Receipt. Requester is then responsible for safeguarding the
equipment, set-up, operation, and take-down/return of equipment to the contractor. Any
lost, damaged, or stolen equipment will be replaced by the requester.

3. Procedures

3.1. Tinker AFB organizations will submit Tinker AFB Form 505 detailing PA sound
system/AV presentation support required. Contact phone numbers are on the form.
Requester will complete all blocks. Incomplete forms will delay processing.

4. Support Capability

4.1. PA support requires close coordination between requesting organizations, 72
ABW/SCOIP CORs, and the contractor. Equipment resources are available to satisfy most
requirements. However, short notice requirements and conflicting events tend to degrade
support capability, and will be handled on a case-by-case basis. Items available include:
LCD projectors, DVD/CD/VCR, portable projection screens, portable sound systems
including amplifier, speakers with stands, wired and wireless microphones, and stands.

5. Other Available Systems

5.1. Tinker Base Auditorium: Two types of systems are available. One configured and setup
by the contractors or a smaller portable system for sign out and setup by the customer; both
are suitable for large groups, commander’s calls, briefings, etc. Use of the Tinker Auditorium
must be coordinated with 72 FSS/CCA, 734-3566. Requests for support in the Tinker
Auditorium will be submitted according to paragraph 2.3
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5.2. The Tinker Club ballroom has permanently installed PA and video systems suitable for
most requirements. Use of the PA and video system must be coordinated with the Tinker
Club manager when making reservations to use the facilities. PA or video support by the
contractor in the ballrooms is limited to operating the Club provided equipment. Contractor
support is only available when the club cannot support the requirement or it cannot be
supported by the requesting organization. Normal request procedures (paragraph 2.3) will be
followed, and requests will be evaluated according to criteria in paragraph 2.1

STEPHANIE P. WILSON, Colonel, USAF
Commander



TINKERAFBI33-101 15 JULG6 2015

Attachment 1
GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION

References

None

Prescribed Forms

TinkerAFB Form 505, Request for Public Address Support
Adopted Forms

AF Form 847, Recommendation for Change of Publication
AF Form 1297, Temporary Issue Receipt

Abbreviations and Acronyms
None
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Attachment 2
SAMPLE TINKER AFB FORM 505

A2.1. Sample Tinker AFB Form 505, Request for Public Address Support

REGQUE T FOR PUBLIC ADDRESS SUPPDRT

AlL BLOCKE MUST BE COMPLETED OR REQUEET WILL BE DELAYED

REQUEETING ORGANILZATION WiLL COMPLETE PART 1 AND SUBMIT ORIGINAL TO 72 ABWIECOIP 10 WORFING DAYS PRIOR TO THE REQUIRED DATE
REQIUEETING DRGANIZATHOM WILL FAX ORIGIMAL REQUEST TO Ti<4-5600 or e-mall sledironically signed fomm D T2ABW SC0 1P FAGGnLer af_mi
REQUEETING DRGAMNIZATION WILL BE NOTIFIEED BY TELEPFHONE OF EMAIL OF APFROWALITEEAFFRIOWAL

FOR ASSISTANCE CONTACT PUBLIC ADDRESS 734-6569, OR 72 ABW/SCOIP QAP 734-D060

L SUPFORT REGUIREMENTY
™ FROM (DREANIZATIONOFFICE STMBOL) DATE OF REGUEST
T1 ARWISCOER/ERig 108 CRGANIZATION SUPPORTED 50 Jun 2013
POINT OF CONTACT (FPrimay’| GRADE TRAMNKI DUTYCELL PHONE
Jobn Soaffy Sra 734-1110
POINT OF CONTACT [(ASemate | GRADE TRAMNKF DUTYCELL PHONE
Jame Dios G549 734-0111
DATE OF FUMNCTION (5) SETART TME STCOF TINE EXACYT LOCATION (AFT SETAILED SRETCH, @ MECESLASY) a
i dal 3015 Fusction §uan time | Fusction Ead iioe | Ti0ker Anditoriom
EI OUTDOOR
[ WeED WmcRoPHoMES WIRELESS MIE [ Indcolr Lapesl of Hand Hed) AL POWER A MILABLE
How Many? I}:Mn;ﬂ Blves [Om
ANTICIFATED ATTENDANCE AFPROX SIZE OF AREA MEALS BAFFLIED TECHNICIAN REGUIRED DURING EVENT
300 Tinker Auditorium Mo O == BFA =
MUEIE REQUIRED OFFICIAL GOVT BUSINESS
[ [1  arsom L] vaes [ omermemanmsy [] mone| BAA w== [ mo
BUFPORT REQUIRED OUTSIDE REGULAR DUTY HOURS DATETRE OF PRACTICE (F REQUIRED)
vESR [l | NO % |
F TECHNCAL SUPPFORT 1S RECURED DURING 0N DUTY HOURS ADGCETIONAL FUMNDING MAY SE RESURED Eehearsal Date Time

ADDITIONAL EGUIPVENT REQUESTED AND GUANTITY
[1 vorowvo Al wvewscasen

B icorrowEcTor [0 <oraes

TYFE OF FUNCTION:

T2 ABW Commander's Call

REMARKE [iofentmy in Seil sunpoet reguied, L D)

Need wirsless lapel mic for Commander
Nead 2 wireless handheld mics for sndisnce guestions

VIP's Directly Supported: 72 ABW/CC, 72 ABWICCC

[ Click to si=n |
| B APPROVAL ACTHON
[ aremovar [ ozarerovar [ ccomromar=n
REMARIE
| |1 Click to sien ] |

TINKERAFB FORM 5035, 18 April 2007 PREVIOUS EDITEING ARE OBSCLETE.



